JOB DESCRIPTION

Land and Livelihood Intern
Job Title:
 
Land and Livelihood Intern
Reports to: 

Land and Livelihood Program Manager
Job’s Purpose: 
This position will effectively provide program and administrative assistance to the team of Land and Livelihood Program with one year contract period and based in Phnom Penh.
Main Responsibilities:
The Intern of Land and Livelihood Program will be responsible for the following tasks under direct supervision of Land and Livelihood Program Manager:
1. Assists the program team in day-to-day technical as required (Land Security, Forestry Right, Ingenious People Land Rights and Resettlement and Housing Rights) 
2. Assists the program team in organizing (before, during and after) workshop, meeting and events of the program.

3. Taking minute / Produce monthly report
4. Administrative work (handle phone reception for the program, copying, printing, scanning...)
5. Regularly participate in internal the NGO Forum meeting 
6. Gender mainstreaming in the program
7. Do other tasks as assigned.
Qualification Requirements

· The Candidate shall be a bachelor holder or fresh graduate in major of law, land management, Human Rights or other related fields.

· Computer literacy (familiar with the use of Ms-Office, Khmer Unicode, and Internet) 

· Good in English (Ability to understand and communicate in English)

· Facilitation and Communication skill

· Good attitude with credibility 

· Able to work under pressure and time limitation

· Willingness to learn and develop 

· Gender acknowledge is an asset

Expected Learning Benefits

· Working knowledge of Coordination and Investigation
· Understand advocacy work of Non-Governmental Organization

· Certification of Intern Service will be provided by the NGO Forum. 
· Transportation allowance USD 100 per month
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